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Application Date: Ju]_y 30 ]_980 , FOR STATE RECORDS MANAGEMENT DIVISION USE
' ; Date Received " Application No. Date Completed
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Record Series Title: 76-139 CETArEnrollee Work Experience Person to Contact:
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/ 1tem number to be amended: _ Ttem 16 on old form
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Item 10b on new form (3/80) |
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i

Reads as follows: ''mo'"' on confidentiality of records

Amendedtoread:  "yes'" on confidentiality of records

remain open to public
1 records sha 1l be

Public service em
all other persona

Reason for change:
inspec 1on

. made “availa
;. mation availab¥e about its employee

therefore make M1 except. PSE emplo
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~
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Records Management Officer (RM&C):

ESA Director: o . e o e e e e
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APPLICATION FOR RECORDS RETENTION SCHEDULE D T Ay O STATE v

RECORDS MANAGEMENT DIVISION -

INSTRUCTIONS: See Publicatior] No. 76—AM=1 for instructions on completing this form. Forward sigried original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta Georgia, 30334,

Io Attentlon Schedulmg Sectlon . . / X
< TromAGENCYUSE_ [ 1. Agency Address ' - “FOR RECORDS MANAGEMENT USE
N Apotication Date GEORGIA DEPARTMENT OF LABOR . ' Application Number
A - | UNEMPLOYMENT INSURANCE DIVISION k- ga H
— o ————1 SPECTAL PROGRAMS PAYMENT UNIT - ROCM 268
Application Number Date Received Date Completed
1 254 WASHINGTON STREET, S. W, NOV 1 6 1579 AN -3 Y
o | ArLANrA, GEORGIA 3033k | AN 91 1999
Ny 2. Person to Contact Working Title Telephone Number
5_' WM, F, REYNOLDS SUPERVISOR SPECIAL PROGRAMS PAYMENT UNIT (ko) 656-307H
[3. A(.;ﬁori—f\';uested )
a. [ Estabusn Retention Schedule; record will continue to accumulate.
b O Dispose of present accumulatron‘ no further accumulation anticipated.
£ _Amend Application No. . 76=139 Check One: B Change: [ Supercede: [0 Void
4, Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest COMPREHENSIVE EMPLOYMENT TRAINING ACT (CETA) ENROLTEE WORK EXPERIENCE
03:-01-79 [Pi'eéénE PAID (CANCELLED ) CHECK FILES.
6 Dmmn snd Oﬂﬁe Functloru 33 What is the function of the Division and the Offu;e in which this record series’is creatgd? £

THE SPECIAL PROGRAMS PAYMENT UNIT RECEIVES INITIAIL ENROLIMENT FCRMS AND ESTABLISHES A
RECORD FOR EACH INDIVIDUAL TRAINEE; RECEIVES AND PROCESSES WEEKLY REQUESTS FOR PAYMENT
OF ALLOWANCES, WAGES, AND WORK INCENTIVE TO PARTICIPANTS ENROLLED IN RELATED PROGRAMS,
MAKES PERIODIC AUDIT AND REVIEW OF PAYMENT RECORDS TO PREVENT DUPLICATES OR OVERPAYMENTS.
CONTINUALLY MAINTAINS RECCRDS TO ASCERTAIN ELIGIBILITY,

I X

'

pot— - — e e e

7. Record Sorws Deserrptron This file contains the followmg documents (rnclude form numbers and rrtles if any):
- “Attach samples of the frle ' 7 sto- L

Documents relating to: S
DIS'.BURS'ING FUNDS TO PARTICIPANTS OF COMPREHENSIVE EMPLOYMEWI‘
TRAINING ACT PROGRAMS ,

e e

Included are: o . -
CANCELLFD CHECKS (CETA 23).
File is arranged: NLMER;CALLY BY CHECK NUMBFR.
C : S - O7.EL-Ff S e
8. Mdntﬁl?ﬁe_fer:enc_e“ ﬁate How often are records referred to whuch are: .
One to six months old e Seven to twelve monthsold ____ __; Thirteen to twenty-four months old

twenty- five manths and older P | *DISCRETION OF AUDI‘I’QRS .

e — e e

9. Annual F Rats "of Accumulation of Reeords u
Letter-size drawers . __; Legal-size drawers

APPROXIMATELY SIXTY (60)PER QUARTER,

B

IBM CARD BOXES,

;Shelves . ; Qther (specify)

T T TR A

AR-80-71; Rev. 76 oL Over)




o e————— i ae _ , 3 "

-Y-_E-s | no | 10. Quemonnasre ) (Place an "X" in the proper_ct oolumn) . _ o oty - T ld
1x , . |5 this the offlmal copy of the senes? ' ‘ o S o \
S B _.If not, where is it7 A — . TR AN N
- x ' rbig_%%s Egﬁi Isfrigs contain cor‘vldentlal mfrmatron requwg.lf yes, cite lgw or regulation. : N ”
x| ¢._ls this 3 vital record? . . ,, ' ‘ '
| | X | d. Does this series have hustoncal or long term research value? : ,‘
_ X J e. When one or two documents in the file make it necessary to keep the entire file for a fong period, could these
‘ documents be scheduled separatelv? . e T o T LT
,__l, }_{_;J f. Isthe mfgrmingq eontained in this seugsgvet walmedLLuumah CQOV,
X a 9. Is the mfcwmatnon contained in this series ever analyzed and/orrecorded in a summanzed report?
1 1 If veskattach coov. . . - A U A SRR, B OE
. | 'h.'lsthere a ‘duphcanon of this series in y0ur offloe orin anotherofflce or agency? . .
__a____)_;_ L ifves.where?  _ ... . .
,ﬂ-.JL_-.L Is this series for a maiar portion af it} reqularly micmtumed B2 2.5 TN . I U AR URTS o SO NP
‘ X I " 1.7 Does the record series result in a computer printout?_
11. Rctention Requirements The foilowing requ:res the series to be kept 7 .
f State . B .
8. State Law —— .years, - - o, Audit period : 1 years.
b. Statute of limitation = —___ . ... _years. e, Administrative neéd A ;yé"ars.'. '
¢. Federal law Il _years. IR N Federal ratentlon mstrucuons 2 . y®ars.
RN RO DL PO N B M B (Z o oA T I S L
‘ L aran SUU ot “T-If‘j-f“

Attach copy or excert of laws or regulations. Explain admlmstratwe néed
HOLD IN CURRENT FILES AREA 1 YEAR, THEN TRANSFER TO S‘I‘ATE RECORDS CEN‘IER HOI.D Y YEARS

Y

A BSROTIAT @A R GLT T T IAINDGR A0 Al T 10 0T TR Y
Mo T AT FIOT 2uGAUS 1Ym0 T T UNLTT M A sl A ;*‘. “GiD TAUCTVIG 4 MDAl Ao 0
SRINGLNTT LTI U ;__G' LTI w0 AT TEIAT S L SR P A e g?..ll’f‘:"-."?ﬁﬂj,ﬁ. i
12, Appf-md Digposition jpstructwns +7:This agency recommends that the fﬂe series be 6ut off at tﬁe end of each LR Ae T
[] Calendar Year: U1 Fiscal Year; & Other CQUARTER ~ % . Twont ¥ "p ot
Hold in the current files area ___.month(s) —_1 ____ _year(s); then
O Transfer to local holding area; hold —_ : .year(s); then
Transfer to State Records Center: hold __ 1 ___year(s); then
3 Destroy.
O Transfer to State Archives for permanent retention. l
O Other (Specify) .
NOTE: If Federal audit queétidns are not resolved at the end of 5 years, these
records must be retained until resolution of such questions. S ——-
T, - e 370 TSI TTTOY LG’ LTI o T N TN
. ’3? u"_ffﬂh',-li 'I\n ) I ',Tf*ﬂf
) , "Eg n_rﬁ':‘_ _i:'.- -:} _7_;41' _ L T,-i_:'-_..- : -
Thess insti'ﬁctions apply to all prior and future accumutations of the series.
(S-;qnarure} | pate | Records Manggement Officer " (Signature) " Date
%11513—79 g‘vﬁ/@ (o nstd /[-13-7
*/ . o State Reoords Cojymttee (Srgnature} . Date
Recommendations in para- SRS : ) | _
graph 12 are approved. State Audi /Deslgnee ) -
(If disapproved, qttach letter % ST _ = _ / ’H‘Q—\ '
of explenation.) SeEr_eta ate/DeSIQnee é M«@& ) /_. AV v s / ~ 2% ~ 82 _
N - Attorney General/Designee | m /’ 50’&’7 |

"r“_‘; L




= STATE

OFFICE OF SBCRETANY OF STATE

. . PAGE
of App'l ication for . DEPANTNEST OF ARCATVES & DISTONY 1
wooin  RECORDS DISPOSITION STANDARD  sucomss mmsceutss srvieres
T Leoitees ™ 1 . . e
] Mepiriation Tate , AR f()l) See llparn!u tnstructions for completion -f R FOR RECORDS maNAGEMERT DIV.I5i0OM USE
ey | o774 N
LeSIuAry 3’ 1"77“; front and reusrss of thia form. Sigu criginal and tuo copies Date """“[‘ Ayplication No. Datr Compleres
2 . Agercy Appliceticn fio. and Forward llo F-pan-u-;r af Ar‘ehivu and Kistory nunn"qn r l )
y : , L e 10 978 76-139 11 1976
.Z)r{ '030 Reznrds Waragement Afficar. FEB 1976 6 l MAY
‘G!l T, _"lvlc‘ LN 'u!ilvl-lc: & ld-lnl’ut!rln. DPfice Address Persan to rfostart
eeC“*'" Denartment of Labor | :
Jncrcloyment Insurance Division ‘ ] C. R. Fidge
Special Prorcrans V"VWent Unit-Bm. 367 State Office Bldg.
3ETsnta . Peapr~do 9722 § . ¥eraiac Title 6. T
Anlznua, Geovgie 3933 Supzrvisor 855-307,

[7.ACYI10N REQUESTED

ESTABLISH DISPOSITION STANDARD:
' RECORD WILL CONTINUE TO ACCUMULATE.

DISPOSE OF PRESENT ACCUMULATION; '
NO FURTHER ACCUMULATION ANTICIPATED.

Ol

4 Tarliest & Latest
Dates of Series

9-Exact Series Title

Cemprehensive

Employment Training Act (CETA)

Enrollee Work Expsrience Paid Check Files

C\- (“Q/"‘l‘\ to the

1O‘W‘nat is the function of the office in which this record serles is created?

function of the Unemployment Insurance Division is to implement the Ceorgia Emnlairment
Security Law which reguires that legal entities employing workers in Ceorgia report and pay
tzyns on wages of such employees; and to subsequently pay benefits to such covered workers wher
they are unemployed through no fault of their own and when they comply with
The Division administers the payments of allowances and wages as required by the Manpower Pro—
grams of the United States Department of Labor. ‘ . S

miy

Lae

The Srvecial nroc“em~ Daynent Unit receives initlal enrollment forme and establishes a payment
account for each individual enrollec and trainse; receives and processes weekly reouest for
p‘"ﬁcnt of allowances and wages including the paymeni of Incentive and Trainins Related Txpense
to pariicipants enrclled in the Work Tncentive Procram, Tstablish and mainiain controls e
p"f“c:t duplicate and overpayments; pericdic review of records to ascertain continucd eligidil-
itys; meintenance of pajment records and general cerrespondence files. '

certain requiresents,

1. This file contalns the following documents (1nc1ude form numbers and tltles, 1f any, - .

and file arrangement). i

Documents relating to__disbursing Work- Experience Wage Payments to Enrollees under the
Comprehensive Employment Training Act, ' '

Included ares: Paid Cancelled Checks for wages or allowances earned through a program initiated
by the Comprehensive Employment Trainlng Act., . :

File is arranged: chronologlcally by date check is paid thereunder numerically by check number.

ATTACH SAMPLES OF THE FILE

™ . et R -
1 2 . EILIPNERT AZCHPIRL M. of Dravers Cu. Pt of Pecarde No. of Dreweras Cu. PU, of Recards
. ARRUAL RATE OF ACCUMULATICR X i
Tettera M. -
stter-osire Fiie Dravesrs _LI‘ajS - 132 90
Tn Gffizeln) In !lnr;.a Areafe)
iegsleosize File Lravers Fioor Space Occupled (Square Peet) 15 B
: : : - ) one
o - ey Tniy R t Precedingfail Friar
B . 1 ] R N " ¥) T
3 X 8 Card TI"&}"S 22 ‘ .38 ) ’ Tear'y Year'n Tesr's Yenrs®
. e g . .- .
. . AYENAGE DATLY REFERENCES . 0 O

Farm  AB-10-1)




. | L - ' y gAéé 2

QUESTIONNALRE fivee an "% in tne proper coluan. if anaver s "TES." piesse erpiain T TTUTYES N
13. Is this the Record COpprf the series? ‘ : S - [F] [ 1
1k, Is there a duplication of this deries in another office or agency? . . 0] 7

i . » '
15. Is the.j formetron contained in this series ever summarized or publlshed° o [ ] [X)
Attach doPy &f summary or publication. e -

16. Does the series contain classified information requiring secur1ty hendllng” {1 R

17. Does the series initiate, amend or terminate agency‘policies and procedures?” [ ] 1%

18. Could the function be performed if the files were lost or destroyed9 o {4 1]

19. Is the series (or major portion of it) regularly m1crof11med° It yes why? | ] _[X]

20. Does the record series $r0v1de data as input to an EDP f11e9 o - rj [x)
- 21. Does the record series contain documentetlon_produced as EDP printont? | = _' {1 [

22. Has the Federal Government issued instructions governing the retention/dispo- .[{Ad [ 1.

_sition of these files? Federal Register (Vol.40, No.47, Part III), "Guide to
Records Retention Requirements' (January 1, 1975) Part VIII SR - '
23. Will there be a need for these records 10, 15 years from now? If yes, what? [[]1 [x}

ok, REQUIREMENTS. The following requires the files to be'kept_ L ‘:years;

a.[JSTATE ©b.[]STATUTE OF «c.[J]AUDIT  .d.[]FEDERAL e.R¥ADMINISTRATIVE ° f.{]HISTORICAL
‘Law LIMITATION " PERIOD. LAW . DECISICH - .~ VALUE
' (Cite Law, Statute, or other reason for the retention requiremer.t)
Rased ukon standards cf dlspogitlon for other deeartments. See item 22 .

25. AGENCY RECOMMENDATIONS: Thls agency recommends that the file series be cut off at the end
 of each ~-[]CALENDAR YEAR ~ -[]FISCAL YEAR -[4OTHER %% See below . . _,then:

[ ] Hold in the current files area g month(s)/ year(s) :

[ ] Transfer to [- ] State Records Center [ ] Local Holdlng Area; hold year(s)

[ ] Destroy.

[ ] Transfer to State Archives for permanent retention."

[ ] Destroy immediately after cut-off. '

[ %] other: (Specify) : o - :
To eliminate necessity for flllne equipment and floor space requlred to Hold 1nact1ve records
over and above necessary active flles that would be referred to frequently until project had
been closed out, 2 S :

%% Cut off file at the end of each month, hold in current files area 1 year or until Federal
or State Audit is completed, whichever is later then transfer to the State Records Center,

hold, 3 yepts ’brqleeﬁyderscfﬁoc};ta le for recomendatwns ‘above/or write additional rema.rks)

"See above statement™

Fecwagez@t Wﬂtm’b ﬂf‘t; 4 | _OTHER REQUIRED SIGNATURES DATE

2?//Recommendat1ons Age Head/Designee j (i;;i;g - :
/ e v 7. 2‘7«@/ — #2"‘:! —~ 2 ]

in paragraph 25 Approved stapprove-

are:. )
0 J_IJTSgeer_ovedn\ er“\ K\um BRI [ e 17
STATE RECORDS] Li76f State/Destignee
COMMITTEE Araved [ 1 Disapproved; ﬂqﬁ*’ L 2-~19-7€

P,

1 Disapproved]

ey General/Designee | %Aﬂﬁ/ﬁ 4 / g/& 7[




s, . ,
il I « STATE . L OT7ICE OF SECAZTANY OF STATS . ObME
113 App] 1 Ca t 1 0 n fo r DEPARTHEAT OF ARCHIVES & RIBTORY l
GEORGIA RECO?DS DISPOSITION STANDARD - RBCONDS MASACEMEST DIYIAION l 3
1 . Applicetion Bate B .Mrrmrs :.‘ Sae ccparall inetructions for completion =f[} FOR RETORDS MANAGEMENT DIVISTON USE
February 3’ 1976 f-ou and reverie ﬂf Ehis form.  Sign original and tus eoplll Date Mecaived } ) Applicstion Wo. Date Completed
2 .‘l'“fl Application No. - n;'{aruard to P-pnrznaur af Arehxu.. ‘and Wistory, Attention : . H
’ 21-030 ) Recorda ltn—mn---n: ’Jf[':ecr '_ FEB 1 0 1978
3 Aeracy Divietrn, Subdivieton & -lns-torxn. Office Addreas B Person to Comtart
Georgia Department of Labor 7 o . 1
Unemnloyment Insurance Division | C. R. Pidge
Special Programs Paymrnt Unit-RBm. 367 State Office Bldg. , :
tlanta r ia o .Hﬂrunu Tlt.lp Tel. Wo.
A » Georgla 3 33h ) e Supervisor © 655 307

7.ACTION REQUESTED

@ ESTABLISH DISPOSITION STANDARD; ] DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.

b : — ,
8 .Earliest & Latest 9.Exact Series Title (Corvrehensive Employmcnt Training Act (CETA)
Dates of Series « i w

06/06/73 to date 1 : , Enrollee Work.Experlence Paid Check Files

0. What 1s the functlon of the offlce in wh1ch this record series is created?
The function of the Unernloyment Insurance Division js to imnleément the Georgia Emnloymcnt

Security Law which requires that legs) entities employing workers in Gecorgia report and pay
taxes on wages of such erployees; and to subgequently p2y benefits to such covered workers when
they sre uhemrloyed through no fault of their own and when they comply with certain requiredgents;
The Division administers the payments of allowances and wages as required by the Manpower Pro-
grams of the United States Department of Labor. - : e oo

The bpe01al Programq Payment Unit receives initial enrol]mcwt forms and establlshes a pAVMcnt
account for ‘each individual enrollec and trainee; receives and processes weakly request for
payment of allowances and wages including the payment of Incentive and Training Related Fxpensc
to participants enrolled in the Work Incentive Program, Establich ' and maintain controle to
prevent duplicate and overpayments periodic review of records to ascertain continued ellgnbll-
itys malntenance of pajment recoros and general correspondence files. - :

1. This flle contains the following documents (1nclude form numbers and tltles, if any,
and file arrangement)

Documents relating  to . di@bﬁrsing “Work - Exoerlencc wage demfnts to Enrollec" under the
Comprehensive Employment Training Act. : :

Tncluded are: Paid Cancelled Checks for wages or allowances earned through a program initiated
by the Comprehensive Employment Training Act._u%, l'f'f» e L e ey

File is arranged' chronologically by date check is paid thereunder numerically by check number1

' ATTACH SAMPLES OF THE FILE =~

BQUIPMERT nCCUPIRL . Mo, of Dravers Cu. Pt. of Recordas I T B N . . Mo_. of Dravers Cu. Pt. of Records
= = P = N 2

. - v ~ : A o . ; s
- B - l_."JlL-thl OF ACCUMULATIOR - - - ) v 0 N
Letter-alze Fii¢ Dravers - 3 ~— Voo =
, | I e e | Frags - 132 50
. : o In Offtceln) In Storsge Areats!)
Legal-slaze Pile Cravers Fioor Space Occupied Isquere Fret) 15 necng
' . . 13!

. T This - Laat PrecedingfAil Frior
ot L. Tear' s Year's Year's Years'

3 X 8 Card Trays - -0 'z‘.38_

- - . . [y
AVERASE DAILY REFERENCES

1 [o | o 0

Porm  AR-30.T) -




| | ; BV “PAGE 2 -
QUESTIO NAthE ?uco_nn " ‘1n the propi‘:col]ulrl It answer i» "YES," plesse explaln : R - YES '_’ ‘NO'J:

13. Is this the Record Copy{of the ser1es9' : o ' ‘ L[5 .[‘]

I3

1k, Is there & dupllcatlon of thls series in another offlce or agency? TR 'i:“ 11 [%]
: { :
15. Is the information contained in this series ever surmarized or publ1shed’ N S B P ¢
Attach copy of summary or publication. :

16. Does the seriés contain classified information’ requiring secur1ty handling? ‘[']_ [X)
17. Does the series initiate, emend or terminete agency"policies‘and prqcedures? [ ] [X]
18. Coﬁid*the function bé ﬁerformed if the files were lost ordestroyeé?- | ‘[Xi- t ]
19. Is the series (or major portion of it) regularly microfilﬁed? If yes, why? {1 [X]
20. Does the record.serieS'ﬁrovide data as input to an EDP file? | ] [X
- 21, Doee';he'reedra éeriee centain decementétioﬁ,produced as EDP printout? - ) [_1 _LX]
22. Has the Federal Covernment issued 1nstruct10ns gevernlng the retention/dispo~ .[H [7]

“sition of these files? Federal Register (Vol.40, No.47, Part III), "Guide to e
Records Retention Requirements" (January 1, 1975) Part VIII o

'23.'W111 there be  a need for these’ records 10, 15 years from now? If yes, wvhat? =~ " [} [x]

2k . REQUIREMENTS The,fellgwing requires the files to be kept _h .- years:

*

g,[]STATE b.[JSTATUTE OF c.[]AUDIT _ 4.[]FEDERAL e.KKADMINISTRATIVE ° f.[JHISTORICAL
LAW © LIMITATION  ° PERIOD, ~  LAW DECISION . . .  VALUE
D (Cite Law, Statute, or other reason for the retention requzrement) -
ased upon qtandarus of dﬁSpOSltlon for oth T departmentso,_ See item 22 & '

»

25. AGENCY RECOMMEﬁbATIONS:"This“dgency recommends that the file series be cut off at the end
~of each =-[]CALENDAR YEAR -[]FISCAL YEAR - -[§OTHER _-_-** See below - - sthen:

Hold in the current files area ' month(s)/ year(s):
Transfer to [ ] State Records Center [ ] Local Holdlng Area; hold z_year( ):
Destroy. - :
Transfer to State Archlves for permanent retentlon
Destroy immediately after cut-off. o

[x] other: (Specify) el o = ~
To eliminate hecessity for filing equ1pnent and floor space requwred to hold 1nact1ve records
over and above necessary active :E‘11es that would be referr ed to freouently until project had
been closed outs :

tmnd b et Sl )

** Cut off file at the end of each month, hold in current files area 1 year'or until Federal
or State Audit is completed, whichever is later} then transfer: to the State Records Center,

holdy r?dé'&ﬂ? b SR A B ale for recommendations above/or write additional remarks):

nature)

//jQTHER REQUIRED SIGNATURES DATE
[ T : _

"See abqveAstatement"
gazqzt )7 jcer (S. Date :

_ 2-9- ¢
ecommendations(Ag Head/Deszgnee
in paragraph 25 Approved [ -] Disapprove

)
22l L2y 6

are: FEpehd - Auditor/Designee ﬂol] )
o e

Q;;z;;ig;'“;'r I ns;’ﬂlef

Approyved [ ] Disapprov
STATE RECCRDS

of State/Destgnee
COMMITTEE d[ ] Disapproved

ot Fay= 2-19-7€




